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Step Instruction Screenshot 
Add single user 

1. - Go to Dashboard 
and click on Manage 
sites/users. 

 
2. - Click on “Manage 

Single User” 
- Add First Name, 

Last Name, Email 
Address, Password. 

- Then select Role 
and Site. 

- Select which 
courses you want 
the New User to 
complete. 

- Click add user and 
your user will be 
added to tolearn.  
Please note you can 
not use the same 
email twice. 

- The User will 
receive an email 
with their login 
details. 

 

Bulk upload users 

3. - Go to Dashboard and 
click on Manage 
sites/users. 
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Step Instruction Screenshot 
4. - Click on “Bulk Upload  

User” 
 

 
5. Follow instruction on 

the screen. 

 
6.   
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